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Purpose

The Superintendent’s Annual Attendance
Report (SAAR) provides year-end attendance
information used to calculate the school
district’s enrollment, membership, average
daily membership (ADM), percent of
attendance, home and hospital ADA and
adjusted average daily attendance (AADA).
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Focus Area

The SAAR includes the following information for
the entire school year’s aggregate days attendance
and absence:

> race and gender count

o adJu)stments for less than full-time attendance (Partial
Day

nonresident/non-contract

overage and underage

virtual/performance based proficient

eligible suspensions and eligible expulsions

up to 10 (ten) low attendance days due to weather
> five (5) lowest attendance days.

A// information is reported by school, grade level,
and by transportation code.
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Due Date

The SAAR is due to KDE by June 30. It is
strongly encouraged that districts submit and
verify their reports as soon as possible.
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Adjusted AADA

Adjusted Average Daily Attendance

The AADA calculation no longer divides grade 00 in
half. Once the numbers are sent for SEEK calculating,
grade 00 will be adjusted at that point.

Kindergarten Retention

If a student is retained in Kindergarten with a 00 for
the first year and a 00 for the second year, grade 00
will be adjusted for the second year also.
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Record 7 - Aggregate Days Attendance
and Absence

State Enrollment Overlap (Student Information>Reports>
State Enrollment Overilap)

Enrollment overlaps occur when the begin/end dates of one
primary enrollment overlap with that of a second primary
enrollment record for the same student. KDE will not
process a district SAAR until after all overlaps of more than
one day are corrected.

Review Step. The State Enrollment Overlap report will
identify these overlapping records, which should be
corrected. One day overlaps are allowed and should remain
within Infinite Campus with the exception of a one da /}7/
overlap within the same district. Be very careful whic
enrollment record you end date as attendance and grades
are tied to enrollment.
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Record 7 - Aggregate Days Attendance
and Absence

Student Schedule Gaps (KY State Reporting>Edit
Reports>Schedule Gap Report)

This tool is used to locate student schedule
gaps. The report shows any days the student has
schedule gaps from the enrollment begin date to
the withdrawal date (if applicable).

Review Step: Correct any schedule gaps for any
dates shown on this report. Perform this for any
withdrawn students as well, since they do affect
the attendance reports.
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Record 7 - Aggregate Days Attendance
and Absence

Audit Overlapping T Codes (Ad Hoc Reporting>Filter
Designer>State Published)

Students with overlapping transportation codes need to
be corrected. Run this query for each school.

Note: If the Year is set to the current school year, then
the search function for this ad hoc will only find
students active within the current year with a T-code
overlap. The overlap could be within any school year.

Review Step. Correct any overlapping transportation
records.
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Record 7 - Aggregate Days Attendance
and Absence

Audit Missing T Codes (Ad Hoc Reporting>Filter
Designer>

State Published)

All students should have a T code associated with
their school enrollment record. Run the Missing T
Code filter for each school.

Review Step: Assign a transportation code and enter
a date segment for students. Transportation
segments are school specific. An enrollment record
at each school should have a transportation record
associated with it.
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Record 7 - Aggregate Days Attendance
and Absence

Close Gaps in Period Schedules (System Administration> Calendar>
Calendar> Periods Tab)

égtcﬁ’-’ District Edition

mpus
Year |13-14 |Z| School | Anderson County High School |Z|
Index Search Help 13-14 Anderson County High Sch
. i Calendar Grade Levels Schedule Structure Terms Periods School
System Administrator =
Customer Portal Save Period Schedules MNew Period Schedule Delete Period Sched/Periods
+ Student Information Period Schedule/Periods Editor
Name
* Instruction L1
= Census
+ Behavior
» Health
- Aftendance *Name *Sequence Instructional ~ Standard Day School
= Scheduling L L1 1 MT;RD% Mi:;rtuﬁ ﬁ
» Fees Warning: Values in existing attendance records will be updated if you add or delete & period, modify &
period’s start or end time, or check or uncheck Standard Day. You may experience a delay upon saving
» Grading & Standards these
* Medicaid FY——
» Programs “Name *Sequence Start Time End Time Non Hon Standard
Instructional  Instructional Day
= Ad Hoc Reporting Time Period
+ Transcripts X 1 08:00 AM 09:18 AM 1 0
User G icai w2 2 09:18 AM 10:35 AM 1 =]
= User Communication
* 3 3 10:36 AM 12:16 PH 26 =
+ Assessment
s 4 1216 PM 01:33 PM 1 |}
¥ System Administration F ] % 3 0133 PM 0310 P 1 [
* Altendance ¥ AcT 6 03:10 PM 05:00 PM 0 F
» Auditing Add Period

Review Step: Ensure no time gap from period end to period start. IncLH,de
assing time, lunch time and recess within periods
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State Attendance Groups

Audit Partial Day (Ad Hoc Reporting>Filter
Designer>State Published)

This ad hoc can be used to identify students
with a partial day attendance group.

Review Step: Ensure that the setup is correct
for partial day students.
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State Attendance Groups

Verify start date, start time and end time match the student’s IEP (as
applicable). Further information on partial day setup is available
through the Attendance Group (KY).pdf document that can be
downloaded from Campus Community with Infinite Campus (user ID
and password required).

Early Learning/Prior Settings ESS Attendance Group TEDS Report Comr
Add Attendance Group Save Delete
Attendance Group

Elﬁ 11 13-14 Anderson County High Sch 08142013 (1 )

------ StartDate: 08/14/2013 EndDate: 11/07/2013 AttendanceGroup:PAR

Attendance Group

*Enroliment
13-14 Anderson County High Sch  Grade:11 S5tart:08M4/2013 End:14/07/2013

*Attendance Group *Gtart Date End Cate

PAR:Partial Day v 08114/2013 75| 11/07/2013 5]

Start Time End Time Avg Partial Minutes Percent Enrolled

12153 P 0310 PM 174 40.5% \|

Q',\‘“);”I(o

Instructional Periods: 08:00 AM - 03:10 PM /O,I;kg
. i i : i i : d & { | =5

* Partial Minuies was aufo-calcwlsied based on the meximum schedwled minuies if no start fime and end fime was specified ‘j.\‘,-,&

* Adding/Thanging the starifend fime and stariend dafe will update the atiendance records mmmmﬁpn?ngmg



State Attendance Groups

Missing Enrollment End Status Report (K'Y State
Reporting>Edit Reports>Missing Enrollment
End Status Repor?t

This report identifies students who have an
enrollment with an end date but no associated
end status.
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Record 9 - Out of District/Resident
Students and Non-Contract Students

Out of District/Resident Students and Non-Contract
Students

This report identifies students who are non-resident and
have a non-contract agreement:

Ad Hoc Reporting>Filter Designer>State Published >student
Audit Nonresident Non-Contract

Review Step: Verify that non-resident students have a
contract on file.

Note: The ‘Resident District’ value should be maintained by
the district to indicate the resident district of any student
who does not reside in the district.
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Record 9 - Over Age/Under Age
Students

Over Age/Under Age (K'Y State
Reporting>Edit Reports> Over Age/Under
Age Repor?

This report identifies underage/overage
students for further review

» Run this report for “All Schools, All
Calendars.

Note: Over age students will not qualify for
funding on the SAAR on or after their 215t
birthday.
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Record 9 - Over Age/Under Age
Students

Under Age

There are two categories for Under Age students:

- A Grade 00 student is considered “Under Age” for the
entire year if their 5% birthday occurs after October 15t
of the reporting year.

> A Grade 01 student is considered “Under Age” for the
entire year if their 6 birthday occurs after October 15t
of the reporting year.

An under age student will not receive funding for the
entire year unless they qualify for a waiver and the waiver
checkbox is marked on the enrollment tab. This is
indicated on the waiver checkbox on the Enrollment tab
under State Reporting Fields. The student under age

report can be used to verify that students are correctly
marked for the waiver.
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Suspension Attendance Linkage

Suspension Attendance Linkage (K'Y State
Reporting>Edit Reports>Suspension Attendance
Linkage)

>

This report identifies those students who were
suspended and have invalid data because the
attendance data was not entered properly to match a
behavior resolution, or the behavior resolution
doesn’t match attendance data for a state coded
suspension.

The state suspension code SSP3 - Out of School
Suspension - requires the proper associated state
attendance code of S - Suspension matches exactly
the date / time of the resolution. There is also the
possibility that a user could input the Suspension
attendance entry date without having the associated

behavior resolution. P
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Expulsion

Expulsion Attendance Report (K'Y State
Reporting>Edit Reports>Expulsion Attendance
Report)

This report identifies students who were expelled
with state code SSP2 and have invalid data due to
the attendance data not being entered properly to
match the start date and/or end date/time for the
behavior resolution.

The state Expulsion code SSP2 for Expul/sion Not
Receiving Services requires that a student have a
standard attendance event for Absent / Unexcused
that matches exactly the start and end date at the
time of resolution.
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State Attendance Groups

Audit Home and Hospital (Ad Hoc
Reporting>Filter Designer>State Published)

This report identifies students in any of the
attendance groups

In the example, this query will return any Home
and Hospital (HH) students of attendance
group = HH.

» Review Step. Ensure the attendance is
marked properly for the HH students.
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State Attendance Groups

Audit Home and Hospital

» Use the IC Attendance Wizard to mark the
student’s attendance as HH from the initial date
of entry into the HH program until the end of the
school year. (This prevents teachers from taking
attendance for a student who is in the HH
attendance group).

» When the student returns to school, remove the
HH attendance code using the Attendance
Wizard. The student’s HH attendance group

record should be end dated upon the student’s

return to the regular school program via the

Attendance Group tab. o

nnnnnnnnnnnn
SSSSSSS
...................



State Attendance Groups

Home and Hospital

Any student eligible for HH must be put in the HH attendance
group to receive full fundmg through the SEEK.

D Add Atteru:lance Gruup E Save X Delete

Attendance Group

Elﬁ 11 12-13 KDE HIGH SCHOOL 08/22/2012 (1 )
] StartDate: 02/15/2013 AttendanceGroup:HH

Attendance Group
Enroliment
12-13 KDE

|

HIGH SCHOOL Grade:11 Start:08/22/2012
*Attendance Group

*Start Date End Date
HH:Home/Hospital

- 02/15/2013 [ e

Note: Districts with a separate HH only school (/.e., 998, 999
schools) must enroll every student in the HH attendance group

e\‘“" c”l(o
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State Attendance Groups

Home and Hospital - Example Ad hoc report:

12122008 | |

WEsTal corFF JOHN HH 11/14/2008

Penod
H1 22346586 7 ACTIVITY




Calendar Set-up

Calendar Setup (System Administration > Calendar >
Calendan

[f calendar | [fGrade Levels | [{Schedule Structure | [{Terms | [fPeriods | [{School Mc
H Save Period Schedules D Mew Period Schedule 3% Delete Period Sched/Periods

Period Schedule/Periods Editor
Mame
L1

Period Schedule Info

*Mame *Sequence Instructional  Standard Day School

L1 1 Minutes Minutes Day
&M 430 == 430

Warning: Values in existing attendance records will be updated if you add or delefe a period, modify a
period’s start or end time, or check or uncheck Standard Day. You may experience a delay upon saving

these changes.

» If the School Day minutes appear to be calculating
incorrectly, re-key the period schedule and then
select the Save Period Schedules icon.
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Kindergarten Attendance

Kindergarten (System Administration> Calendar>Calendar>
Grade Levels)

Districts may have full or half-day Kindergarten classes or a
combination of both. The state of Kentucky provides funding
for 50% (half) of Kindergarten ADA even if a school district
chooses full day of Kindergarten. This funding adjustment is
made after submission of the SAAR to KDE.

The appropriate Kindergarten code is selected from the
Kindergarten Code dropdown menu:

- BDK: Full and Half Day Kindergarten
- FDK: Full Day Kindergarten
- HDK: Half Day Kindergarten S,
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Kindergarten Attendance

o - Calendar Grade Levels Schedule Structure Terms Peric
System Administrator =i
Corbin District Website Mew Save Delete
Infinite Campus University Grade Level Editor Grade Level Detail
Seq Name (locked)
Kentucky Dept. of Ed. 00 2 oo
01 7
Parent & Student Portal 02 s “Sequence Number
. 6
» Student Information
*State Grade Level Code
= Instruction 00: Kindergarten -
» CENSUS Standard Day
* Behavior E Maximum Membership Days (<= instructional days)
= Health
v Mtendance Whole Day Absence (minutes)
+ Scheduling Half Day Absence (minutes)
+ Fees
. Maximum Approved School Choice Applications
» Grading & Standards 0 ep PP
» Medicaid Kindergarten Code
» Programs === | BOK:Full and Half Day Kindergarten
Exclude from cumulative GPA/Rank calculations
= Ad Hoc Reporting — [l
» User Communication Exclude from state reporting
r A t O
AssessmEn Exempt from Assignment
¥ System Administration [
Standard Code (SIF code
= Attendance ¢ )
= Auditing Exclude from SIF rti
clu rom reporting &“""%
» Batch Queue ] o
N)
Qg ‘ )
.Ii:/],\\-

& PREPARE)
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SAAR IC PDF Calculation

Calculation of SAAR AADA from IC PDF Report:

Base Aggregate Days Present (R7) + Adjustment
Aggregate Days Present (R7) + Last Year’s SAAR AADA *
Number of Weather Days selected - Low attendance
Weather (RW) - Aggregate Days Present (R9) - Aggregate
Low Attendance Days Present (RL) divided by Number of
Days Taught minus 5.
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SAAR IC PDF Calculation

» Record 1 = Calendar

» Record 2 = Enrollment/Reenrollment

»  Record 3 = Withdrawals

» Record 5 = Ethnic Count (R2 - R3 = R5)

» Record 7 = Aggregate Attendance: ‘Base Aggregate Days Present’
Total Adjustment Aggregate Days Present’ Total = RV, RS, RX
(additions to the base)

RV= Proficient attendance for virtual or performance based courses
RS= Eligible suspensions (a district may receive up to 10 days for a
child who has been suspended)

RX= Eligible expulsions up to 175 days

» Record 9 = Noncontract Over/Under Attendance: ‘Non Contract
Aggregate Days Present’ is the amount of attendance for a student
who was overage or underage that will be deducted from base
(subtraction from the base).
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L

nnnnnnn
SSSSSSS
....................




SAAR IC PDF Calculation

»

Record H = Home/Hospital: Already included in base attendance
(R7). RH record comes to KDE for the Home and Hospital ADA
calculation. This is a funded separately.

Record L = Five Low Attendance Days: ‘Aggregate Low Attendance
Days Present Total’ (subtraction from base). Record L equals the
aggregate days attendance for the five (5) lowest attendance days
district-wide, when all schools are in session. This information
reduces the total aggregate days of attendance and the number of
days taught prior to the calculation of average daily attendance
(ADA).

Record W = Ten Low Weather Attendance Days: ‘Aggregate Low
Weather Attendance Days Present’ (addition to the base). The
SAAR report reflects Full AADA with the no adjustment made for
kindergarten. The aggregate day’s attendance for both
kindergarten and P-12 for each of selected number of low weather
attendance a days will be replace by last year’s kindergarten and

P_12 AADA =
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Quality Review and Assurance

Ethnicity Count

» Records 2 minus Record 3 = Record 5

» SAAR Record 2 (Enrollment + Reenrollment)
» SAAR Record 3 (Withdrawals)

» SAAR Record 5 (Ethnicity Count)

y Formula.: Entries + Re-entries - Withdrawals =
Ethnicity Count

Review step: Run Records 2 and 3 of SAAR (PDF,
All Calendars, Leave Date Range Blank)
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Quality Review and Assurance

Enrolled Days vs. Scheduled Days

There are several scenarios when students enrolled
days do not match their scheduled days. These
include:

- Partial Day (Not fully funded)

> Virtual or Performance Based (School districts with
Virtual and Performance based students do not receive
attendance credit until a final grade of ‘P’ or ‘Pass’ is
entered.)

- Early Release Days: scheduled minutes will be less than
student day minutes.

> Schedule Gaps
- Students without a full schedule (e.qg., fifth year senior)

‘c““\. (”I(o
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Quality Review and Assurance

» Truancy

- The ADA/ADM ‘Truancy mode’ should equal ‘Funding
mode’ for students who have a full schedule. Students

without a full schedule are funded for the part of the
day that they are scheduled.

» PDF AADA Report
- Use the SAAR AADA 2014 Calculator.xls spreadsheet.
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SAAR Detail Reports

» Several SAAR reports have detail reports that provide additional
information. The reports use the same selection criteria,
attendance calculation and business logic as the primary records,
but |t3)rovide additional information at the student level to aid in
troubleshooting and analysis. The detail reports provide school-
level listings of individual students who appear on the
corresponding SAAR records.

» Detail reports can be run by selecting the “Detail” option in the
extract editor for any of the following records: RV, RS, RX, R9 and
RH. (For detail-level information on R7, refer to the ADA/ADM
Detail report.)

» Detail reports respond in the same manner as their primary
records of SAAR for all extract editor features: ad hoc, grade,
calendar select, school month selection, and date range.

‘c““\. (”I(o
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SAAR Detail Reports

Superintendent’s Annual Attendance Report (SAAR)

Superintendent's Annual Attendance Report (SAAR) Enrollment Report
The SAAR provides a summary of each district's attendance data for the entire school year. The Summary report types provide aggregate data suitable for state
The Detail report types provide student- level data for verification, analysis and reference.

Report O e Select Calendars All Calendars
SEREITITE Detail ) Summary
n County High Sch
Extract Format PDF - n County Middle 5

13-14 Emma B. Ward Elementary

e = Tz 13-14 Ezra B. Sparrow Early Ch
I'\Brl o TO o

= BEEREmIE = = 13-14 Phoenix Academy

13-14 Robert B. Turner Element

() 3chool Month Month 1 (08/05/2013 - 08/30/2013) 13-14 Saffell Street Elementar

Month 2 (09/02/2013 - 09/27/2013)
Month 3 (09/20/2013 - 11/01/2013)
Month 4 (11/04/2013 - 12/03/2013)
Month 5 (12/04/2013 - 01/15/2014)
Month 6 (01/16/2014 - 03/05/2014)
Month 7 (03/06/2014 - 04/03/2014)
Month 8 (04/04/2014 - 05/01/2014)

Month @ (05/02/2014 - 05/29/2014) %T:ﬂ;;?%g:é’;;ﬂfkmr D
Month 10 (05/30/2014 - 06(2/2014) Select Students

Report Selection All Reports

@ Grade -
oo Tl

R9 Over/Under Attendance 01
R9 Mon-Contract Attendance gg =
RH Home_Haospital Attendance g‘;
RV Virtual Perfformance Based Attendance 06
RS Out of School Suspension g; L
R Expulsion .

) Ad Hoc Filter

Generate Report ] Walidation Report Submit to Batch ]

&R Chy,
B
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PROFICIENT & PREPARED FOR
SUCCESS
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SAAR Detail Reports

> R9 Over Age/Under Age Detail
Students appear on the R9 detail report when they meet the criteria
for the Over Age/Under Age sections of Record 9 (Non-Contract
Over/Under Attendance).

) R9 Non contract Detail
Students appear on the R9 Non Contract detail report when they
meet the criteria for the Non Contract sections of Record 9 (Non-
Contract Over/Under Attendance).

) RH Detail
Students appear on the RH detail report when they meet the criteria
for Record H (Home-Hospital Attendance). The detail report
provides a student-level summary of attendance data using the
same criteria and calculation as the primary record, Record H.
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SAAR Detail Reports

> RV Detail
Students appear on the RV Detail report when they meet the criteria
for Record V (Virtual/Performance). The detail report provides a list
of students who are proficient.

) RS Detail
Students appear on the RS Detail report when they meet the criteria
for Record S (Suspension Aggregate Attendance). The detail report
provides a student-level summary of attendance data using the
same criteria and calculation as the primary record, Record S.

3 RX Detail
Students appear on the RX Detail report when they meet the criteria
for Record X (Expulsion Aggregate Attendance). The detail report
provides a student-level summary of attendance data using the“%
same criteria and calculation as the primary record, Record X. ‘\>
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District Daily Attendance Report

The District Daily Attendance Report should be used to determine
low attendance weather days. (KVY State Reporting > SAAR Report
> District Daily Attendance)

Example: Previous Year AADA = 1845.705

Date Present _ Abwent Totsl % Type
12072010° Tu 127750 7950 135700 59% P
1217/2000** F 1,702.00 27100 197300 137% R

02032011 ™ 175150 21150 190300 10.5%
02072011 M 1.770.00 194 00 190400 9% R

o2oe2011t ¥ 1.7860.00 14300 106300 0.3%
Qe 1,792 %0 Mm% 190500 8% R
01/102011" M 1800 50 168 50 106700 85% L
- 182 140 00 108400 71% L

Y] 152850 134 50 108500 0%

01312011
11012000 M 123350 14350 197700 73%
12000000 ™ 183308 147 50 108148 74%
01192011 w 123400 131.00 190500 &%
Q2012011 Tv 184 %0 130 %0 190500 o00%
11222010% Ty 1.237.00 14700 196400 74% L

1 ¥ v 1 137.00 197000 6%
021201 v 154490 127 .50 197200 0%
12102010 F 184500 13500 196000 O8%

Q1242011 M 1345520 11850 106400 60%
Q12201 184620 124 %0 197100 6%

r
12082010 " 184808 13450 106148 65%
Q1242011 125050 1135 106400 S8%
11152010 M 1853.00 12300 197600 62%
02182011 F 1,855.50 118,50 197400 00%
0182011 w 155550 11850 107500 60%

.
<

¥ shoren Day  ° 5 Low Amencance Day ™ Low Wearher Day




District Daily Attendance Report

The records below will not be available when the ‘state format
fixed width’ (text file) is run. The records will be p0||oulated on
R7 under the column ‘Adjusted Aggregate Days’. All are
additions to the base.

» Record V = Virtual: Virtual Proficient Aggregate Attendance
Days’ attendance for students who receive a proficient (pass)
grade are populated on this record.

» Record S = Suspended: Eligible (10 day) Out of School
Suspension Aghgregate Absent Days (SSP3) attendance for
students who have been suspended appear on this record
(up10 days per student).

» Record X = Expulsion: ‘District Eligible Expelled Aggregate
Absent DaYs (SSP1 + SSP2) attendance for students who have
been expelled appear on this record, up to 175 of eligible

expulsion per student
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Creating the SAAR State Format
Fixed Width

Superintendent’s Annual Attendance Report {SAAR)

Superintendent's Annual Attend Report { SAAR) Enrollment Report
The SAAR provides a summary of each district's attendance data for the entire school year. The Summary report types provide aggregate data suitable for stz
The Detail report types provide student- level data for verification, analysis and reference.

ST TS Select Calendars [V] All Calendars
Report Type
13-14 Anderson County High Sch
13-14 Anderson County Middle S
Extract Format PDF -
ractFormat 13-14 Emma B. Ward Elementary
- - 13-14 Ezra B. Sparrow Early Ch
@ T
</ EEERREDE CE o e 13-14 Phoenix Academy
) School Month Month 1 (08/05/2013 - 08/30/2013) TEAE OIGHEL LTI = EIE

13-14 Saffell Street Elementar

Month 2 (09/02/2013 - 09/27/2013)
Month 3 (09/30/2013 - 11/01/2013)
Month 4 (11/0412013 - 12103/2013)
Month 5 (12/0412013 - 01/15/2014)
Wonth & (01116/2014 - 03/05/2014)
Month 7 (03/06/2014 - 04/03/2014)
Month 8 (04/04/2014 - 05/01/2014) _ _ _
Month 9 (05/02/2014 - 05/29/2014) éﬁ:ﬂ;ﬁg?éﬁﬂggﬂ?m multiple
Month 10 (05/30/2014 - 0612/2014) Seloct Students

Report Selection All Reports  LastYears Full SAAR ADA

@ Grade -
R1 School Calendar (Annual report) 01
R2 Enrollment/ Reenrollment (Annual report, enrollments count) gi ﬂ
R3 Withdrawals (Annual report, withdrawals count) g‘;
R5 Ethnic Count (Active students on the end date of 10th school Month) 06
R7 Aggregate Attendance gg L
R9 Mon-Contract / Over Age - Under Age Attendance .
RH Home Hospital Attendance < GRS
RL Five Low Attendance Days
RW Ten Low Attendance Weather Days Specify 5 Low Attendance Days Load 5 Low Att. Days é‘wl (ﬂ,(o
No Low Weather Days have been set. by
RV Virtual Performance Based Attendance Clear

RS Qut of School Suspension
R Expulsion
District Daily Atendance

[ Generate Report ] [ alidation Report ] [ Submit to Batch
~—. 0000 0 2929 -=-=




Creating the SAAR State Format
Fixed Width

Steps:

1.
2
3.
4
5.

6.

8.

Extract Format should be set to State Format (Fixed width)
Select Date Range and leave the date range blank
Report Types should be marked as All Reports

Enter in last year’s Full SAAR AADA (relative for low attendance
weather days)

Select Calendars should be marked as All Calendars
Generate Report

File name should be saved as SAARXXX.YY (XXX = District Number,
YY= School Year) Example: SAARO11.14

Submit file to KDE.

The same process as listed above should also be completed to generate
the SAAR PDF for verification purposes. The SAAR PDF should be generated
immediately following the SAAR State Format report. If the SAAR PDF is
completed at a later time, the information on the two reports may not
match. Select the Extract Format as PDF with no other changes and
generate the reports. Save these reports in the event they are needed for

comparison purposes.

‘c““\. (”I(o
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Submission of the SAAR to KDE

Each district’s SAAR State Format file is submitted via a Website
link on the KDE Web site at: http://odss.education.ky.gov/saar/

Kentucky.gov

3 KeEnTucky DEPARTMENT OF

o~
<> EDUCATION
A Every Child Proficient and Prepared for SUCCESS

About Schools & Districts | Instructional Resources

SAAR
Steve Young Step 1: Locafe the
502.564.5270 - Jue
il
emel Press the "Browse" button and navigate to where your file is located. Only files named SAAR
[district number].14 are accepted. The file you are submitting here is the 'State Format' (fixed
Smﬁngm‘” Checks width) from your student information system. Please do not send any PDF documents via this site.
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Error Checks document Press the "check file" button to send your file to be error checked and continue to Step 3. The error
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http://odss.education.ky.gov/saar/

Submission of the SAAR to KDE

The file is submitted and goes through the error
check process.

Any errors found are listed on the page.

|Sfep 3: Review any errors

Below you will find any errors in your file. If there are errors, please correct them in your file and start
over at Step 1. Steps 1 — 3 can be completed as many times as necessary. If no errors are present
please continue to Step 4. If you complete step 4 your file will be locked and no new submissions can
be made until KDE unlocks the file. If you need to resubmit, please email the KDE Attendance
Mailbox. If you need assistance with an error please contact steve young@education ky gov.

Errors must be corrected before the submission
process is complete. (School district personnel may
consult with the KDE SAAR contact person for
qguestions regarding errors.)
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Submission of the SAAR to KDE

Once errors are corrected the submission process is
completed via the KDE Web site.

| Step 4: Submit your file

If everything is satisfactory, enter your email, district and any comments you want to send, then press the
"submit file" button. Please put your phone number and the names of any additional people to be
natified in the comments field REMINDER: Once submitted, the file will have to be reset by KDE if a
new submission is needed.

* your email

* your name

* your phone

*your district

* your Superintendent's name

*your DPP's name

* your Finance Officer's name

comments

D
s SUCCESS
submit file [T ——
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Submission of the SAAR to KDE

Thank you for your submission. KDE has been notified to review your data.
Step 5: Summary Reports

The submitted report will be reviewed and analyzed. KDE will generate your SAAR Summary Report
and email your district a copy.

Step 6: Verification

Once you receive the SAAR Summary please review the contents carefully. if the summary report is
satisfactory, please reply via email KDE with an official statement of verification. The SAAR
will not be considered complete until KDE receives an official statement of verification

Once your file is submitted it is reviewed at KDE.
Your district will be contacted if KDE finds any
discrepancies. KDE will send the SAAR Summary
back to you for verification. Once all districts have
sent KDE an official email message verifying their
SAAR the process is complete. o,

LHC
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Submission of the SAAR to KDE

Error Guide

A SAAR Error Check document is available from
the KDE SAAR file submission Web site.

http://odss.education.ky.gov/saar/

Common errors are listed on the slides that
follow.
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http://odss.education.ky.gov/saar/

Submission of the SAAR to KDE -
Common Error Codes

»  Record 1 Error codes:
o ("Calendar opening day is not equal to 17)
o (“Calendar closing day is not equal to 17)
o ("Calendar beginning date cannot be blank")
o ("Calendar ending date cannot be blank")
o ("Calendar holidays greater than 4")
o ("Calendar disaster days greater than 0") - Use of disaster days must be approved.
o ("Calendar total days less than 185")
o (“Sum of calendar days not equal to total days")

»  Record 2 Error codes:
o ("Entries + Re-entries - Withdrawals not equal to total of Males and Females in Record 5)

»  Record 3 Error codes:
o ("W17 count that is not Grade EL (00)”)

»  Record 7 Error codes:

o ("No matching Record 2 (enrollment) for this Record 7 (attendance/absence)")
o ("No matching Record 1 (calendar) for this Record 7 (attendance/absence)")
"FD, BD, or HD used for grade that is not EL (00)") ‘::97&




Submission of the SAAR to KDE -
Common Error Codes

Record 9 Error codes:
> ("Non-contract student count entered without attendance")
> ("Non-contract attendance entered without student count”)
> ("Over/underage student count entered without attendance")
("Over/underage attendance entered without student count”)

v

o

Record L Error codes:
> ("Number of low attendance days not equal to 5")

v

Record W Error codes:
> ("Number of weather related low days greater than 10")

v

Record H Error codes:
> (*Home Hospital attendance entered without student count”)
> (“Home Hospital student count entered without attendance”)
> (“Home Hospital days taught greater than days taught on Record 17)

v
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KDE Contact Information

KDE is available for questions during the SAAR
submission process. Please contact Steve Young at

502-564-5279 or via email at
steve.young@education.ky.gov for information and

assistance.
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